PUBLIC MEETING GUIDE

WHERE:

· Is the venue:

· On a bus line.

· Accessible to those with a physical challenge (parking, facility/room entrance, seating, acoustics).

· Adjacent to available parking.

· A logical location for the meeting, based on the topic (e.g., road construction meeting in the area where the construction will take place).

· A generally recognized public gathering place

· Free to use? Or if there is a fee, is it within your budget?

· Centrally located.

· Spacious enough for anticipated crowd volume.

· Equipped with seating (or will you need to bring chairs?).

· Equipped with electrical outlets.

· Sample locations (partial list): 

· Council chambers.

· Parks and recreation facilities (Cobblestone, Gallup, etc.).

· Schools.

· U-M or Washtenaw County facilities.

· Ann Arbor District Library branches

WHEN:

Day of the week — 

· Consider the city meetings already scheduled to avoid another major meeting already taking place. (Check Legistar and/or city online Active Data calendar). 

· Avoid scheduling on religious holidays and on national observances when Larcom City Hall offices are closed. 

· Sundays are generally not appropriate, unless for a community event rather than an information meeting.

Time of day — 

· Know your primary audience, and use this to select a suitable meeting time (e.g., consider when parents, working professionals and students are available to meet).

· For general audiences, weekday early evenings are preferred.

Time of year —

· Avoid summer months when possible due to the high frequency of summer travel that may restrict resident participation and the sparse university population.

· Avoid times when downtown travel is difficult, e.g., Art Fair.

· Weather-related cancellations: As a general guideline, public meetings should be cancelled when the Ann Arbor Public School District cancels classes. 

SETUP:

Click here to access the U.S. Department of Justice accessibility resource, in its entirety.
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